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• Learn to join import AASIS reports into 
Microsoft Access and Microsoft Excel.

• Learn to join different reports into one 
report.

• Learn to create a table that contains fields 
from several different reports.

Course Objectives
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Downloading reports to Microsoft 
Access enables you to join reports

• You can create a table that has fields from 
several different reports

• To join reports, they must have a common 
field

• Many AASIS reports have common fields 
for document numbers, vendor numbers, 
cost elements, etc.
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The first step is to run the AASIS 
reports

• In this example, the user has a list of 
payments from the GD20 report.

• The user wants to know what vendor these 
payments went to.

• The GD20 report has the vendor number, 
but not the vendor name.
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The solution is to join the GD20 
report with a list of AASIS vendors

• First, run the GD20 report, add a variant for the 
vendor number and sort by vendor number

• Enter that range of vendors into a vendor display 
report

• Download both reports into Microsoft Access and 
create a new table with the GD20 information 
combined with the vendor names from the vendor 
table.
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First, run the GD20 report
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In this example, the selection is for the GD20 report for agency 0513 
and cost center 353210 for commitment item 502:00:02.  Scrolling
down, we also selected period 10 to 10 to retrieve one month’s 
worth of data.
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Using variants, unwanted columns were eliminated from the report
and the vendor column was added.  From the menu choose System 
> List > Save > Local File
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Choose the spreadsheet option and click the green check.



AASIS Support Center
April, 2002

13

An AASIS Training Guide Reporting from AASIS with Microsoft tools

Give the file a name that ends with .txt to save as a 
delimited text file.  Click transfer.
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Next, run the vendor report
S_ALR_87012087
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The account numbers were 
selected by taking the smallest 
and largest vendor account 
number contained on the GD20 
report.  Warning: Vendor tables 
are very large.  You may want to 
limit this by dynamic selection or 
run the report twice with each 
containing half the vendors. 

Click Execute to run the report.
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The report comes up looking like 
this.  Next, click the icon to 
display as table.
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The report displayed as a table.  
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To export the report, go to List, 
File store.  
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Give the file a name and Transfer
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Next, clean up the files for easy transport to 
Microsoft Access
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Open one of the files, using 
Microsoft Excel.
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Choose the Delimited text option and click through the 
screens, accepting the defaults by clicking Next and 
Finish.
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Clean up the file by widening columns and eliminating 
unused columns and rows.
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Save the file using the save as command using the Tab 
delimited text file type.
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Save the file and follow the same procedure (open in 
Excel, clean up and save as tab delimited text file) for the 
other report.
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Open Microsoft Access and choose New Blank Database.
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This box will pop up so you can save and name the file. 
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From the menu choose File > Get External Data > Import
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Find the file and click Import.
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Choose Delimited and click Next.
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Choose Tab                  and click Next.
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Choose In a New Table                            and click Next.
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This screen allows you to change the field names.  You can 
either change the field names here or accept the defaults and 
change the field names later by editing the table in Access.
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This screen lets you set a primary key to identify each record 
in your table.  In this example, we accepted the default and 
let Access add a primary key.
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Give the table a name here and click Finish.
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This message indicates that not all of the data was imported.  
Access creates a table with the error descriptions.
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Highlight the table and click open to view.
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The conversion errors are all in row 1, which contained the 
table headers.  This indicates that the table data was 
probably all imported.  Close this table and open the other 
one to see the results.
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It looks like the data was successfully imported.  It will now 
be helpful to change the field names, since we didn’t do this 
during the import step.  Click the View icon to switch to 
design view.
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Edit the Field Names and Data Types as desired.  
When you have finished editing the table, save 
and close it. 



AASIS Support Center
April, 2002

44

An AASIS Training Guide Reporting from AASIS with Microsoft tools

Repeat the import process for the other table.
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In this example, we’ll change the field names 
during the import process.
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Now that the other table has been added, we can 
do a query to join the two tables.  Click on 
Queries.
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Click the Design icon.
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Click create query in 
Design mode.
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Choose tables and click 
Add.
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Select the fields you want to see from the tables 
and  and drag them down to the query field line.
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The query fields are added.  Note that the tables 
are linked by ID.  Delete this link.
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Add a link between vendor and vendor number 
by highlighting and dragging one field across to 
the other.
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Save the Query and open it.
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The query as displayed.  It may be necessary to 
clean it up by widening some of the fields.  The 
vendor names are displayed with the payment 
amounts.
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Using AASIS with Microsoft Excel

“This AASIS report is great, but it 
won’t let me sort and total the way I 
want it.”
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Sometimes it’s useful to transfer 
AASIS reports to Microsoft Excel

• A user may want to sort, filter, or subtotal a 
report

• A user may want to email a report to 
someone without access to AASIS

• Both of these tasks can easily be done in 
Microsoft Excel
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There are four main options for 
getting the report into Excel

• Excel Button
• Unconverted
• Spreadsheet
• Local file as a spreadsheet
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The option that you should select 
depends on the report.

• Does it have filters, sorting or subtotals?  
These will not carry over if you use the 
excel button or spreadsheet options.

• Do you want to add more than one report to 
the spreadsheet?  If so, you should use the 
unconverted option.
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The first step is to call up the report.

• If you use variants to eliminate or add 
columns to your report, these will carry 
over into excel no matter which option you 
use.
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For illustration purposes, the GD20 report is used.  A 
variant has been set to add and eliminate columns.  
The report was then filtered by date and subtotaled by 
account number, giving this result.
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Click the Spreadsheet Button on the 
toolbar.  

This message will appear.  Click 
the green check.
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When this message appears, select Excel display and 
click the green check.
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The Excel program will open and the report will 
be displayed in Excel.  Note that the columns 
eliminated when setting the variant are still 
eliminated, Formatting of dates and currency are 
still intact.  However, the filter and sorting and 
totaling functions are lost.
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To filter, select Data>Filter>Autofilter.
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Data filtered by date.  This data could now be recopied 
and sorted and totaled by account number.
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The next option used here will be the 
Unconverted File method.

Step 1.  Follow the menu path:     List>Export>Local File
Step 2.  Select the Unconverted Option
Step 3.  Enter a path and file name for your file using an xls 
extension
Step 4.  Launch Excel, open the file,and go through the 
import wizard using the DELIMITED option.
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Choose List>Export>Local file.

When the box pops up, choose unconverted and 
green check.
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Name the file with an .xls extension 
and click Transfer.
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Launch excel and open the file.
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Select Delimited File type, accept the 
other defaults and click Next>
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Deselect the Tab delimiter and select the Other 
delimiter.  Type in the  | in the Other box.  Click 
Finish.
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This time the data will need more formatting 
when it comes into Excel, but the filter, sorting 
and totals are still intact.
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Widen the columns to get the actual numbers 
rather than scientific notation.  The empty first 
column could be deleted if desired.
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Caution!  When the subtotals and totals 
are brought over into Excel, they 
appear as numbers, not formulas.
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The next option is the Spreadsheet 
Option

Choose List>Export>Spreadsheet
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Choose Excel display and green check.
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The results are similar to those 
obtained with the Excel button.  
Formatting is intact, but data filters, 
sorts and subtotals are lost. 
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The next option is the Local 
File/Spreadsheet Option

Choose List>Export>Local File
Then choose Spreadsheet from the options box.  
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When you name the file, give it an .xls 
extension.  Click transfer, and you’ll get a 
message that the file was saved.
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Launch Excel and open the file.  
You’ll get the import wizard box 
next.
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In this case, no changes are 
necessary.  Just keep clicking Next 
and Finish on the Import wizard box.
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This time, just a small amount of 
formatting is needed (widening the 
columns).  The filter, sorts, totals, 
and subtotals are intact.  These are 
brought over as numbers and not as 
formulas.
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How to add two AASIS reports into 
the same spreadsheet:

• Use the List>Export>Local File option. 
• Choose Unconverted.
• Name the file and choose Transfer
• When exporting the second report, use the 

same name and choose Transfer, then 
Append.
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In this example, a user wants to see a list of 
payments for Utilities from a certain fund.  
This information can be obtained by 
drilling down to line items in the trial 
balance for that fund.
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The first drill down (on the general ledger 
code for electricity) gives the list of 
payments for electricity.
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To export, choose List>Save to PC file. Then 
choose unconverted and green check.
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Give the file a name and choose Transfer.  
Don’t use the .xls extension.
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The second drill down (on the general 
ledger code for water & sewage) gives that 
list of payments.
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Transfer the file, using the same name as 
the other one.
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When this box appears, choose Append.
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Launch Excel and open the file.
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Choose Delimited and click Next>
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The two reports are contained in the same spreadsheet.
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Office Integration

• Click the Office Integration icon to bring 
reports into Excel with drill down capability

• This technique is best illustrated with a 
multiple-selection report, such as a trial 
balance for a state agency.
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First, go into the trial balance.
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Select the office integration icon.
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Select Microsoft Excel and deselect  
Worksheet protection
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You will receive two warnings:
1.  Consider the consequences of turning off worksheet 

protection.  Click the green check.
2.  This workbook contains macros.  Click Enable.
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The spreadsheet appears in the report section of the 
screen, and has the full Excel toolbar.  You can 
expand or retract the different sections, and you can 
drill-down on the totals from here.  It works just like 
the standard AASIS Trial Balance report.



AASIS Support Center
April, 2002

112

An AASIS Training Guide Reporting from AASIS with Microsoft tools

Select File > Save Copy As… to save the spreadsheet 
to your desktop or another drive.  You cannot drill 
down after you export the spreadsheet 
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Before you leave the transaction, go back to the Office 
integration icon 
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Select Inactive.
If you don’t, the next time you try to run a Trial Balance it 

will default to Excel rather than the standard AASIS 
report 


